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Treesranation

RACWINF AErORDE DIVISTON

This setivity presently oxists ss » Breneh., It is reccavended
that 1t be riven the stetis of p livisien, and that the orgard zation
shown IR the chart shieh follows bre amproved,

There followa & tabular statement showine the peErsonsel reguiree
seyts for the Yachine Records Division fer the remsinder of the Mueal
Tear 1952 and for the Piscal Year 1953, snd s chert showing pereounel
distribotion By arganisationsl umits and grazdes.

The pre xad strength of the Hachine | ds Branoh
provides Lor s of Shis date thers ame TECRE OR
‘aty and pane ECTICES arf in proomss for 1%, The tadalsr statument

waieh fa 1s&cm the distribution of aun years Tor esek prejest
fer the eurrent fisosl ysar and lisesl yoar 1993,

™he meeds for additichel persosnsl Tor esgh maleet Dow being
performed anl for the profects we have beun regquested to carry cut are
as follews:

Persosmelo-Twe (2) additional pos!tisme will he regquired
beonnee: v

8¢ The Personnel Offige is now in the jrocass of
having 81l e=ployess of the ageney gcowplets a gealifivetions
gueati naire, which will be soded =rn! Joreapded so the
Enot ne Boeords Iivision for the prepavetion of punohed csrda.
It iz estinvated that thres pumched esrds will te required for
saoh employee, Thir will previde a current av! complete
qualifications file, The present fla ingludes snly overt
esploynas an? dnes rot reflest eurr-nt ekiils.

b, The eetablishaert of promction regleters for wue by
the Persornel Office and op-ratisg of fices,

&, The satablishesnt of field tablns of ergecisation hy
punched curd wathode,

%-«mm project will reqiire an tncreesse of six (%)
positiong Bocause!
8. The vauehsred parroll is being c-nvertsd froa menual

t¢ puneh crrd wetheds, This will Fredt the payrell te be
propared quicksy, provide means for zoghanioally dolpz dhep
speratinne puch as the preparation of Time and Attandanos and
Payrell Change £1ips and thoreby provids zubstantial savings
h; olericel time in the Fiseal Divisien and in eseh epsrating
af*ies,
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%, Ineresse in work loed for unvouthersd payroll due
to thepge fron monthly to Bleweekly for mew employecs.

M shursing Offiog--The Treasury Departoent has spresd to
entyl ‘iﬂ«' a Tisbursing of Moe in the Ageney abrut 1 June. This
iz & new Mim whigh had not Deen considerved ip any of our
Mﬁ? Yutpet astimstes ard will require twe {(2) sdditional
poesitions,

op_Insurancg--Cne additional position iz required %o
eutabiTsh s ng mwﬁs for grewp 14ife apd health inewrance
mm for &mcy smployees.,

™is inclodes the various statletlce,

18iene, an ineresse of [ pver prosent needs,

Progurenes thoek and Tgul _:n,:» 't M@zunﬁwﬁu additional
five (%) pesiticns are required 1 » the secoanting of
oommunications, stosk m& mﬁm& mamu which are sow msin-
tained by mspual methods,

&mmg-m w11l be neesssary to hove mtyﬁm {23}
sdditionsl poeitisne for this project betaures’

2. There has been an abmorsal incrsass in work losd
in She censral ledger and ebject class ssccunting work we
are new doing whieh will requirs twe additicnal pesitienrs,

b. & poliacy dseision has been msde to improve snd
m&m&ut&amtmmm of the Ageney with respact
o the o lotuent snd obligatiem of eonfidentisl funds, 2
coamitice ornsisting of repressnisiives of the principel
offices ir the Agenuy has besr sppointed Lo sbudy the
srosent srates and vegesoerd ismprovements,

YogiaT Fsvaclal dats prepered by puneh eurd methods for OFC,
% ?ﬂ:&mm Gf‘!&u and other offiees. Those projects will reguire

40 the Chief, idainistr:tiw Jervice, and requesied them

to participste im the development of prosedurss for the use
of slectricsl sseounting wachine methode in allsteent and
edlivation ssacunting work, It has alresdy besn datermined
by the committes thst elsotries) ascomnting machine methods
sre the best spprosch to the »veblem and that the new systes
suri be developed spd ipwtalled by the hmimmg ef the pext
Fivesl Year, July 1, 1552,
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relinizery estimstes of the wolwse of work
invelved in this profect indicate the follewing reguiresents:

(1} Zpaes « 1,500 square feetl.
(2} Touipment - lh urits of speetal I%¥ sachines,
{3} Perzompel - 19 sdMtionsl employees,

The persornel and equipsent needs are based on the sstusl
sxperiance of the ¥asehine Records Ypraneh in doing the
general ledger and objset class acommiing by tabulating
maghine methods for the Pinsnes Division sinee 1 Severhey
1951 and by comparison with similar work being dese ir She
Departaent of ihe irsy by the sese ssthods.

Our equipment raguirem-nts ean bhe retiafied bLeosuss
evar six monthe age we snticipated an rxpansien {2 ouwr werk
and submlitted "letters of iutent® Yo twe Internstional
Buslosses lachines Corporation for additionsl squipment. These
"latters of intent® have becn goiverted to firs erders and
she Internsticral Puziness Yachines Corporation has assured
ue that the reguired wonipmant will be mede svallsbls te w
by July 1, 1952, Zpece will be provided YWy resrrasging the
mount now slloested So idminfistritive ‘ervice., The oply
resaining reguiresent, therefore, i2 porsonwel,

- The staff medy svbmitted tc the Deputy [dreeter
{Admirvistration) on 3 Mareh 1952 showing the porsopnel requires
nents for Adairdstrative Zervioe included nn inoresse of 23
pozitions for Xsohine Records to gcerry out commitments alrcady
sade to umdertale now prcjeste begirning Jidy 1, 1952, snd te
provide for anexpamsion in exiztinrg protects, 2% that time we
had po imewledpe that the igenoy was consldering deing allotment
and cblirati-n scconnting work by tabulsting ssohine meth-ds apd
therefore we made po provision for persomnel for ihat purposs.

In order to emrry cut the requiresents for allotosnt
and obligation apcounting, it »il1l be necessary i hewve the
fellowing 19 additi-mal positions:

Tabulation Plammoyr o3y

1

1 7Tsh Project Planner a5

b ] Tahy Peoqwet Planver I,
i Tab Yachivs Sapervisor T
£ Tab ¥Yeuhine Uperater R
¥ ka7 Paneh Dporator ey
1 (lerk 3 T
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